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e 2009: Passion Home British International School was established in January 2009 with 5 students. 


e 2011: The main school building was completed and launched in 2011. The ceremony was a memorable 
one. 


e 2013: PHBIS organised its first graduation ceremony with the 5 pioneers. The theme was "Equipping Our 
Future Leaders Now" 


e 2014: The second graduation saw 19 graduates happily graduating to the next stage. The theme was 
"Building Foundations for Life". 


e 2015: PHBIS introduced the Cambridge Curricular into its educational system. 


Mission Statement 


To create and maintain a learning environment that is second to none; to develop each and every 
student to his fullest potential by providing quality education by trained staff and administrators; and 
most importantly, to make sure “No Child is Left Behind.” We take pride in the fact that, our pupils 
are nurtured in a safe, enjoyable and respectful learning environment. We have created an 
environment where high standards are the norms and where consideration for others is manifest in our 
relationships with students and parents. 


Philosophy 


The School’s philosophy embraces internationalism in its widest sense, a commitment to uplift Africa and 
active service to the community. Its educational mission is holistic in nature, aiming to develop all its 
students into confident adults capable of facing the challenges of a fast-changing world, by inculcating in 
them critical and analytical abilities which will equip them to become compassionate thinkers who are 
aware of their common humanity, with a belief and pride in themselves as Africans. 


Our Aims are for every Child to: 


Inspire: Be happy, safe, confident, responsible, and independent in a secure stimulating environment which 
provides positive opportunities for success for all ages, races, gender and abilities. 


Explore: Enjoy acquiring knowledge, skills, and abilities in all areas of the curriculum -cognitive, physical, social, 
emotional, creative and spiritual, with particular emphasis on language, mathematics and scientific skills. 


Participate: Take increasing responsibility for his/her learning within a stimulating, structured environment 
where expectations are high. 


Achieve: Mature through a variety of learning experiences: creativity, problem-solving skills, ability to make 
informed choices and enthusiasm for discovery. 
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SECTION A: DEFINITIONS ANDINTRODUCTORY 


ARTICLES 


In this document all words and expressions signifying the singular shall include the plural and all 
expressions implying the masculine gender shall include the feminine. The following words shall have 


the following meanings: 


The School/PHBIS means the employer, being Passion Home British International School 
CC means Cambridge Curriculum 
Department(s) means the academic departments of the School currently comprising 


English, Sciences, Humanities, Computing and IT, Mathematics, Modern 
Languages, the Career Guidance Departments), Library, the Boarding, 
Special Needs, Distance Education, Hostels and the Administrative 
Secretariat, Accounting, Emotional and Guidance 

Counselling etc. as amended from time to time. 


This Document 


means these General Policy or Conditions of Service. 


Job Description 


means an outline of the Employee's assigned role and responsibilities as 
indicated in his appointment letter or other document. 


Employment contract 


means the agreement between the College and the Employee evidenced 
whether by an appointment letter, this document or any other document, 
setting out the terms and conditions of employment as well as such terms 
and conditions as are implied by law, whether expressly incorporated ina 
document or not. 


Employee 


any person who is employed by the school and is paid a monthly salary. 


Dependent 
Family Members 


comprises an Employee's spouse and up to three (biological or legally 
adopted children) under eighteen years of age, who are duly registered with 
the School by the Employee as his dependents. 


Part-Time Employee 


means an Employee who is employed on a part-time rather than a full-time 
basis including any teacher who is employed to teach less than half of the 
normal teaching load of a full-time teacher as defined by the stipulated 
number of periods and who has no other responsibilities and any non- 
teaching staff employed to work less than 8 hours per day on a temporary 
basis. 

A part-time teacher teaches between 12-18 periods, paid on an hourly rated 
basis. This employee is paid by the hour, but since the actual teaching 
period is 45 minutes, he/she is expected to attend staff and departmental 
meetings, open day, speech day, and any other events communicated by 
Management as compulsory. 


Full-time Staff 


means allnon-teaching staff working foramonthlysalary and teaching staff 
with a normal teaching load as defined by the School, with additional 
supervisory duties. 


Full-Time teachers teach from between 24 to 28 periods. 


The School reserves the right to alter all teaching loads and parameters 
when necessary. 


Academic Staff means teachers/counsellors/coordinators/librarians and such others as 
may be added or substituted from time to time. 
HoD(s) means Head(s) of Department(s) 
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SLT means the Senior Leadership Team of the School comprising the Principal, 
VicePrincipal(s), HRMSeniorHouseTutor, and Financial Controlleras 
amended or substituted from time to time. 

CMT means the Curriculum Management Team comprising the Cambridge 
Curriculum Coordinator and the Distance Education Programme (DEP) 
Coordinator. 

Management This means the SLT and/or the Executive Board as amended from time to 
time. 

Local Staff means a Ghanaian member of staff resident in Ghana, whose dependents 
reside in Ghana 

Confidential means any information written or verbal contained in any format obtained 

Information during the performance of an Employee’s duties which is required not to 
be disclosed without authorisation 

Gross means any act or omission that is inconsistent with the School’s values and 

Misconduct/Major is so serious that it can lead to dismissal. 

Offence 

Misconduct means any act or omission that is inconsistent with the School’s values or 
rules for which a lesser disciplinary sanction than dismissal may be applied 

Grievance means dissatisfaction on the part of an Employee arising out of perceived 
injustice, unfairness, or victimisation in an aspect of his employment. 

Emolument means payment or remuneration for employment. 

Senior Administrative means the Secretary to the Principal, Administration Manager, Facilities 

Staff Manager, Admissions Officer, Human Resource Officer, Alumni and 
Public Relations Officer as amended or substituted from time to time. 

Semester means one half of the academic year currently the period from August to 
December for the first semester and from January to July for the second. 

Safeguarding / The protection of the learner from maltreatment or abuse of any form 

Safeguarding issue whether mental, physical or sexual. 


This document forms an integral part of the employment contract between the School and its Employees 
and must be accepted by the Employee if he wishes to be employed by the School. However, an 
Employee who commences work with the School through an oversight without signing any document 
in which his or her contract or any part of it is set out shall nevertheless be deemed to have accepted all 
the terms of the Employment Contract and be bound by them. 


All personnel policies and/or staff regulations contained herein take effect as of 4" of September 2023 
and replace all other personnel regulations issued prior to the distribution of this document, unless 
otherwise stated. The Conditions stated herein are subject to periodic review and amendment and will 
then come into effect as soon as staff is notified of the amendment. 
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ARTICLE A1 - CONDITIONS OF SERVICE 


This document contains the main terms and conditions of employment with your employer, PHBIS. All 
Employees must read and accept them in conjunction with the terms and conditions in their 
appointment letters. 


The contents of this Document also cover the members of Management except for the Articles which 
are excluded or modified in their Management Contract of Employment (SLT, CMT). 


Professional and Senior Administrative Staff will start with an initial two-year contract which may be 
renewed every two years based on performance appraisal and the needs of the department and the 
School. After the successful completion of the probation period (i.e. one semester for teachers, three 
months for non-teaching staff and one month for part-time staff), the Employee’s employment may be 
confirmed in writing. The direct supervisor/ HoD of the Employee will recommend to the Principal 
and Human Resource Officer whether or not to confirm the Employee’s employment. Appraisal 
reports will count in the decision to renew an Employee’s contract but they are not the only criteria. 


Expatriate Employees will be offered a contract for an initial two-year period. Thereafter, their 
contracts may be renewed for a further two-year period, at the discretion of the Principal. Appraisal 
reports will count in the decision to renew an employee’s contract, as in A 1.3. Expats who become 
permanent residents or have completed 5 contracts or more (i.e., 10 years +) will transition to 
permanent employee status and have the same conditions as local staff, with one exception: a flight 
home for the employee, spouse and children at the end of each further two- year contract. 


Once an employee starts work with the School after an offer of appointment is made to him, he will be 
deemed to have accepted the terms and conditions of employment in his appointment letter and this 
Document. 


The contract forms an integral component of the terms and conditions of an Employee’s 
Employment Contract. Hence, failure to abide by them is a failure to meet the terms and conditions 
of employment. 


PHBIS reserves the right to amend the terms and conditions of the Employment Contract from time 


to time with the approval of the PHBIS Board. Such changes will be announced at General Staff 
meetings, emails or letters to employees. 


Compiled by PHBIS Global - HRM Department — Version 10.1 August 2023 eal 


ARTICLE A2 - OBLIGATIONS OF THE EMPLOYEE 


Article A2-1: By starting work with the School, an Employee is deemed to understand and accept its 
Vision, Mission, Philosophy and Goals and undertake to abide by them. 


Article A2-2: Before employment, the employee must present to the school the completed Medical 
Form and to qualify for the school fee benefit, the employee must present a list of up to 3 dependent 
children from KG to JHS 3 as well as the name of the beneficiary in case of his/her death. 


Article A2-3: The Employee must perform his job conscientiously and diligently with the aim of 
securing the welfare and academic success of the students. The School views unpunctuality as a 
disciplinary issue and all staff must adhere strictly to timetables and schedules. 


Article A2-4: All staff must read the Conditions of Service, Staff Handbook, Students Handbook, 
Anti Bribery & Corruption Policy, Mission Statement and all other policy documents and abide by the 
letter and spirit of those documents. 


Article A2-5: The Employee shall, honestly and faithfully serve The School and will at all times 
devote his full and undivided attention to his duties and shall not, directly or indirectly engage in any 
business, trade, occupation or activity whatsoever whether paid or unpaid other than those for 
which the School has employed him, without prior express approval in writing from the Principal. 


Article A2-6: The Employee shall refrain from holding any interest in any business dealings with the 
School unless such interest is declared and accepted by the School as not being in conflict. This 
includes all categories of staff and specifically teachers offering extra-classes to students at afee. 


Article A2-7: The Employee shall not take away supplies, musical instruments, equipment or any 
other School property from the school premises without prior express authorisation from the Principal, 
without which it will attract disciplinary sanctions. 


Article A2-8: The Employee shall at all times keep confidential and not disclose or divulge to any 
person or other entities unless ordered by a court of competent jurisdiction, information relating to 
the business dealings, trusts, secrets, bank accounts, financial affairs, trademarks, salary details, legal 
affairs or advice of the School. In particular, this document and all details of salary and benefits are 
absolutely confidential and a breach of this confidentiality constitutes Gross Misconduct. (See Article 
D7) No document issued by the School which is not in the public domain may be forwarded or given to 
anyone outside the School without authorisation from the Board and a breach of this confidentiality 
constitutes gross misconduct. 


Article A2-9; An Employee shall not seek or accept any gifts, favours, special privileges or 
considerations from parents and/or clients of the School (see Antibribery Policy document). 


Article A2-10: A couple married or not, is not allowed to be part of the PHBIS school’s staff, 
with the exception of expatriate couples. 


Article A2-11: All non- expatriate Employees must contribute to the Staff Welfare Fund at the rate 
setby the Welfare Fund Committee in consultation with staff. Expatriate staff may opt to contribute 
to the Staff Welfare Fund. The aims and objectives of the Fund as well as its management must be 
consistent with the School’s philosophy and policy, even though solely managed and operated by the 
officers elected by the staff body. The welfare fund must render accounts on a quarterly basis to the 
Financial Controller including incomes received and payments made for ultimate inclusion in the 
school audited account. 

Article A2-12: Upon termination of his Employment Contract, howsoever terminated, the Employee 
shall return to the School all manuals, reports, documentation, equipment and other items or property of 
the School, which have been issued to him by or on behalf of the School, and/or which have 
otherwise comeinto his possession. He shall also take such steps as are necessary to leave the School 
with no outstanding debts or unfinished business. (see Article B10). 
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ARTICLE A3 - OBLIGATIONS OF THE SCHOOL 


The School shall pay the Employee a monthly salary and such other benefits as established by his 
Employment contract and this document. 


The School shall provide all the necessary resources to ensure that each employee can fulfill his 
obligations in a friendly and cooperative atmosphere. 


ARTICLE A4 - TEACHER'S SPECIAL PROVISIONS 
i. Qualification of Teachers 


All teachers must be university graduates and subject specialists. The minimum qualification for a 
teacher is a Bachelor of Education/Arts/Science degree or its equivalent, or its equivalent, and should 
be a subject specialist in a specific subject. 


Years of experience and additional degrees do not automatically determine entry into the Salary 
Scale. However, all teachers must have a minimum of 3 years’ experience to enter the Teacher's Grade 
Scale. Management may decide to waive the 3 years of teaching experience depending on the availability 
of teachers for that particular subject but this will apply only to Temporary and Part-Time positions. 


House Tutors must also be graduates with teaching responsibility, and be able to fulfill the 
functions set out in their Job Descriptions, both as teachers and House Tutors. In a crisis, any house 
tutors employed without teaching or office duties may be employed as Part-time Employees only. 


ii. Responsibilities of Staff 
All staff must put the interests of the students and the School first in the discharge of their duties. 


All staff are bound by the conditions outlined in the Staff and Student Handbooks and other 
documents published by the School and to memos establishing procedures from the Principal. 


Permission must be sought by all staff for any conflicting external commitments but this will only be 
granted if they do not interfere with the smooth running of the School applicable to all staff. 


Teachers are required to take on pastoral responsibilities. These include the duty to guide and 
counsel the students in social and moral values; run extra-curricular clubs, escort excursions, attend and 
supervise school functions in and out of normal school hours, and perform any such other duties as may 
be required of them by the Principal including participation in Creativity Activity Service (CAS). 


iii. Supplementary Benefits 
The following supplementary benefits apply to all staff who have served for 5 years or more and teaching 
staff may be considered. It is not a right and can be withdrawn or amended at any time particularly if the 
School cannot afford it. 
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The School may offer tuition scholarships to children of staff under the following terms: 


a) Up to two children of confirmed full-time staff who pass the entrance exam in the interview band, 
and who pass the interview in the normal way may be offered a full-tuition scholarship at PHBIS. For 
a third child, 50% of tuition fees plus all other fees (e.g. admission) must be paid and for any additional 
children, full fees must be paid. There is no automatic right of entry for staff children and the number of 
staff children on bursaries cannot exceed 8% of the total school population at any given time. In a 
situation where enrolment reaches 8%, new scholarships will be suspended until such time as the 
threshold drops. 


b) The bursaries for staff children, full or partial cover only tuition fees. They do not cover admission 
or other non-tuition fees. 


c) The bursaries for staff children in whatever category will automatically cease if the employee leaves 
the service of the School. However, since staff children must earn their places through the competitive 
entrance exams, their places will remain secure even if the staff member is no longer employed by 
PHBIS, as long as full fees are paid for them by theirparents. 


d) Heads of Academic Departments, Hostel Tutors, and Form Tutors will receive a fixed 
Responsibility Allowance per month which is not subject to any increase or negotiation. 


Teachers may be required to attend conferences and training courses of institutions to which the 
School is affiliated and other International School organisations in or outside Ghana and Africa, and 
those of the examination boards, as part of their school obligations, both during semester time and 
holidays. 


Voluntary training or refresher courses on subject-related topics are encouraged as well as research 
in a subject or teaching related areas, but this will be at the teacher’s own cost. 


The following form part of the duties of teaching staff: 

e Acquisition and utilisation of books and other resources to upgrade their skills and teaching 
methodology; 

e Conducting and marking entrance examinations for the School within Ghana; 

e Conducting and marking PHBIS examinations for the School throughout Africa; 

e Curriculum development for the PHBIS Regions in Africa; 

e Conducting extra coaching and providing academic support beyond the normal curriculum for all 
students within school hours; Nurturing and training PHBIS Students above and beyond the 
normal bounds of a teacher’s duties. 


Teachers shall develop the written curriculum and lesson plans for the courses they teach and keep 
records of work, according to school and departmental policies. (lesson plans must be reviewed 
regularly as determined by CMT) 


As part of their teaching duties, teachers may be required to travel in or outside Ghana during the 
semester or holidays to conduct tests and workshops for PHBIS Children and teachers respectively, as 
part of the recruitment exercise in the PHBIS Regional Centres. 
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ARTICLE A5: PROFESSIONAL DEVELOPMENT 


The School may make training courses available in the different subject areas for teaching staff, or in 
relevant areas for non-teaching staff (e.g. security, drivers etc.). 


The Curriculum Management Team together with HR will be responsible for planning Professional 
Development, in consultation with the Principal and Vice Principal. The Professional Development 
work will be actively supported by the Coordinators and the HoDs. They will: 


i. work with both new and experienced teachers in identifying instructional concerns and 
remedies; 
li. | assess faculty needs; 
iii. develop in-service opportunities for school and staff; 
iv. plan a programme for the school related to the School Development/Strategic Plan; and 
v. ensure that all staff are rotated fairly for trainingopportunities. 


Where training needs fall outside the Cambridge Curriculum (CC) and require general teaching 
competencies not limited to the Cambridge Curriculum, the Vice Principal and Principal will identify needs 
based on performance management trends and arrange such training for the whole College. 


The programmes selected will depend on the changes in the CC curriculum, the CC results and also align 
with the School's strategic priorities as well as for individual Professional Development needs. 


Teachers shall make themselves available during the school day for student conferences and additional 
support outside the regular class periods for the subjects they teach. No remuneration will be paid for 
such extra help during the regular school day since these are part of the teacher’s responsibilities and 
all teachers have a minimum of 16 free periods per week out of the available 40 periods. 
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SECTION B: PROBATION AND OTHER CONTRACTUAL ISSUES 


ARTICLE B1 - PROBATIONARY PERIOD 


All Employees newly hired by the School are required to serve an initial Probationary Period of one 
semester for teachers, and three months for non-teaching staff except for part-time staff who are 
required to serve only a month. Within this period, the Employee must be competent in performing 
duties as assigned and meet targets that are set by the HoD if his employment is to be confirmed. 


The probationary period may be extended if the School is dissatisfied with the Employee’s 
performance during the initial probationary period and the School reserves the right to extend this 
period by a further ninety (90) days, after which the Employee’s appointment must be confirmed or 
terminated. 


All Employees must undergo a medical examination at a clinic of the School’s choice before 
employment. Medical conditions which affect work performance or constitute a health hazard to others 
may lead to a re-evaluation of the employee’s suitability for the job. Any medical condition which 
impacts work performance but is not disclosed at the time of employment will constitute a violation of 
the Employment contract. 


New teachers are required to undergo orientation in the following areas during the Probationary 
Period: 


-School Philosophy and Objectives- 
-Curriculum; 

-Teaching methods and practices; 
-School Culture & Expectations. 


There will be an orientation and/or staff development programme for all employees as applicable at the 
beginning of each academic year held about a week before school begins. The Principal, SLT, CMT and 
HoDs are responsible for planning the orientation activities and determining which aspects of the 
programme each Employee shall attend. 


During the Employee’s Probationary Period the following provisions of this Document shall not apply 


to him. 
Article A-5: Professional Development; 
Appendix C Tier III Rules and Regulations; 
Article A-4 Teachers Special Provisions; 
Article G-4 Bonuses; 
Article G-5 Scholarships. 
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ARTICLE B2- CONTRACTS FOR SERVICE ENGAGEMENTS 


The School may employ the services of a person for work of a temporary nature or of a definite 
period, but they shall not be deemed to be employees of the School for purposes of these Conditions of 
Service. 


These are (builders, plumbers, electricians, manufacturers, interns, par time tutors/instructors etc.), 
and they are not covered by any of the provisions of these Conditions of Service. 


ARTICLE B3 - TEACHING LOADS 


Full-time teachers are employed to teach a minimum of 24 periods out of 40 a week depending on 
otherresponsibilities and functions. Teachers with additional responsibilities teach as follows: 

e Part-Time: 12-18 periods 

e Full Time: 24-28 periods 

e Heads of Department: 18-20 periods 

e House Tutors: 16-18 periods 

e CMT: 15-17 periods 

e SLT: 10-14 periods 

e Principal: 5-10 periods (This is not a requirement but in the event that the Principal has 

to teach, the teaching load will be as indicated). 


These teaching loads are not cast in stone and can be revised upwards or downwards. A full 
teaching load is a minimum of 24 periods. 


3.2 Teachers can also serve as Form Tutors without further reduction in teaching loads. Curriculum 
Coordinators/HODs and staff with additional responsibilities will be given the lower end of their load 
range or have their loads slightly reduced according to the enormity of other responsibilities. Specifically, 
the Senior Leadership Team, Curriculum Management Team, HoDs, and House Tutors. CMT must be 
full-time teachers. 


ARTICLE B4-PART TIME 


The Articles in this Document do not apply to Part-Time Employees except for the following: Article 
A1-3: Introductory Articles; 

Article B1: Probationary Period; 

Article B9: Grounds for Termination. 


The other terms and conditions outlined in their letters of appointment shall apply to them, and they 
are required to attend staff and departmental meetings. 
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ARTICLE B5: PERFORMANCE EVALUATION AND APPRAISAL 


A performance evaluation will be requested from a Head of Department periodically and will form 
part of the Appraisal System. 


The School’s Staff Appraisal Cycle is on a bi-annual basis for all teachers, administrative and 


senior staff in the key responsibility areas established in the job description/specification. Policy guidelines 
will be issued to all affected employees and the results of the appraisal will be used to evaluate 
competencies, job training needs and employee status. 


ARTICLE B6: ACTING POSITION 


A temporary assignment to an Acting Position higher than the normal post and lasting more than six 
weeks will entitle an Employee to an allowance or a higher salary in recognition of the added 
responsibility. 


An acting assignment that lasts longer than six (6) months will attract the salary and benefits 
attached to the post. 


6.3. An assignment to an acting position shall be in writing with an indication of its duration and what 
salary or other benefits will be attached to it. Holding oneself as acting in a position without an official 
appointment letter will not suffice to entitle an Employee to these benefits. 


ARTICLE B7: RETIREMENT 


PHBIS’s compulsory retirement age for Employees is sixty (60) years. Where there is no Birth 
Certificate, the College will use other documents such as Passport, National ID or Voters 
Registration Card to determine or confirm the age of anemployee. 


If the Employee's service is required for a further period after he attains the compulsory retirement age, 
the School has the discretion, with the agreement of the Employee, to extend an Employee contract by 
one year up to a maximum of three (3) years in rare cases, during which he/she will be on a contract 
that may be reviewed annually and renewed or terminated. However, this is not a right and will only be 
offered when the School deems it fit. During such period, the employee will then be covered by the 
provisions of these Conditions of service except for Article A-5 and Appendix C or such other provisions 
are expressly or impliedly not applicable to them. 


Statutory retirement is considered as a termination of the Contract of Employment and the 
Employee is entitled to the provident fund as outlined in this Document. 


Retirement will take effect on the last day of the semester in which the Employee's sixtieth (60th) 
birthday occurs in the case of non-teaching staff, and on the last day of the academic year for teaching 
staff. However, the College reserves the right to retire teachers at the end of the Semester when they reach 
sixty (60) years of age or to retire teachers early (within 2 years of statutory requirement) if appraisal 
determines that it is in the interest of students to do so. Where the Employee will attain the compulsory 
retirement age within one or two months into a new semester, the Employee may be retired at the end of 
the previous semester. 
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ARTICLE B8: TERMINATION OF THE CONTRACT OF EMPLOYMENT 


The Employee or the School may initiate the termination of the Contract of Employment. 


Non-Teaching Staff of the School must give not less than one (1) month’s notice in writing of termination of 
the Contract of Employment but, in the case of a teacher, SLT and CMT members, they must give not less than a full 
semester’s notice in writing. If the Employee does not give the requisite notice, he shall forfeit all benefits (the entire 
employer contribution to the tier 3) with the exception of the Employee’s contribution to the Tier 3 and he may be asked 
to refund any training expenses incurred for him to the School. 


If the School, when initiating the termination, does not give one (1) month’s notice for non- teaching staff, 
(or one semester for a teacher) in writing, it must pay the employee one month’s salary in lieu of notice for non- 
teaching staff, or three months’ pay in lieu of notice in the case of teachers. For the avoidance of doubt, an 
Employee who is summarily dismissed for a major offence or Gross Misconduct is not entitled to notice and 
will receive no pay in lieu ofnotice. 


Employees terminated for any non-disciplinary reason by the School are eligible to receive the full value of 
the Employer’s contribution to the Tier 3 pension as well as the Employee’s contribution if they have served 
the requisite number of three (3) years. 


For Expatriate Staff who fail to give the requisite notice, where applicable, such teachers will forfeit both 
airfares back to their country of origin and the baggage allowance for themselves and their dependents. 


Any staff member who has benefited from a training course, in Ghana or abroad, must serve the College for a 
minimum of 2 years thereafter, or refund the full cost of the training, including air fares, accommodation and 
per diems. 


This refund will be deducted from any terminal benefits or pay due him or from the Employer’s contribution 
to the Tier 3 Provident Fund where feasible and any remaining balance must be refunded by the Employee. 


ARTICLE B9: GROUNDS FOR DISMISSAL AND TERMINATION 
An Employee may be dismissed by the School on any of the following grounds: 


i. Ifhe receives 3 warning letters within a two-year contract period. 
ii. If he commits a Major Offence/Gross Misconduct. (See Article D-7) 
ii. For physical, mental or sexual misconduct or dereliction of duty or other conduct that in 
the view of the School is detrimental to the welfare of the students, particularly those in 
the boarding houses. 


An Employee's employment may be terminated for the following non-disciplinary reasons: 
The Employee and the School mutually agree to terminate the contract. 


The Employee resigns or the School terminates it for no cause upon notice in writing as stipulated in 
Article B8. 


There is no longer a need for his/her services. 

If the Employee is declared redundant. 

If the Employee's work is not up to the required standard. 

Ifthe Employee is retired for medical reasons on account of his being off sick for a period totaling 

six (6) months, and/or where a medical doctor certifies that he will be unable to perform his duties for 
medical reasons. 
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ARTICLE B 10: END OF SERVICE RESPONSIBILITIES 


Upon dismissal, termination, resignation, retirement or in whatever manner an Employee’s contract 
ends, he must ensure that the following matters are finalised with the School: 


All staffloans and salary advances have been fully repaid, in default of which outstanding balances will 
be deducted from the Employer's contribution to the Tier 3 Provident Fund for local staff or final 
salary in the case of Expatriate staff. 


All property, equipment and documents including the house inventory for staff who live in the 
PHBIS Hostels or School or other School accommodation owned or rented by the School have been 
accounted for and turned over to the School. 


The School's Identification and Access Cards have been returned to the Administrative Department. 


All clearance and exit forms have been duly signed by all involved and submitted to the Principal for 
approval. 


The Employee must fulfil all the obligations of the exit process and obtain clearance from all 
sections as well as HoD indicated on the form. He must then sign the exit clearance form before 
submission. Failure to follow these procedures will disqualify the Employee from receiving the 
Employer’s portion of the Tier 3 Provident Fund or warrant a proportionate deduction from the 
Employee’s final salary. 


ARTICLE B 11; RECOMMENDATIONS 


11.1 The School may at its absolute discretion provide a testimonial or letter of recommendation to a 
serving or departing Employee who requests one. 
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SECTION C: GENERAL ARTICLES 


ARTICLE C 1: HOURS OF WORK 


Working hours are assigned to ensure that adequate coverage exists at the School at all times and all 
staff are required to be on the premises throughout working hours. 
Teaching staff & Academic Support staff: 

a. Formal classes run from 7:30 a.m. to 2:30 p.m. for all students, with a 20-minute snack break 
and a 45-minute lunch break. 

b. Normal working days are from Monday to Friday and hours from 7:30 am-4:30 pm witha 45- 
minutes break for lunch (i.e. 12:15 p.m. to 12:55 p.m.) and a 20-minutes snack break. The 
school day starts at 7:30 a.m. for all but teaching staff are expected to be in school latest by 
7:20 a.m., whether or not they actually teach the first lesson for the start of classes. 

c. The school day may, however, run up to 5:30 p.m. or beyond on certain given days and staff 
are expected to stay till the end for such programmes. On any other day, teaching staff may 
exit the School premises before the stated closing time if permission has been sought and 
granted by either the Principal or the Vice Principal. 

Non-teaching: 

a. Non-teaching staff report to work by 7:00 am and close work by 5:00 pm with an hour’s 
break for lunch. Staff can eat their lunch as and when they are free. 

b. Cleaners and Gardeners work from 7.00 am to 4.00 p.m. which incorporates a one-hour break 
at appropriate times. Other ancillary staff may be required to work in shifts as per the schedule 
provided by their Line Managers. 

Persistent lateness to school or classes constitutes a major offence which may lead to summary 
dismissal. Hostel tutors work on a different schedule incorporating holidays, and their teaching period 
is adjusted accordingly. 

Non-teaching staff of the School shall normally maintain a working week of not less than forty 

(40) hours. Actual hours and work schedules may vary depending on the nature of the work and 

according to the discretion of the School. The working hours of House Tutors are not covered 

under this article. 
During examination periods, visitations from PHBIS the Board, extraordinary meetings, scheduled 
events, or other unforeseen circumstances, all Staff shall work whatever hours are necessary. 
Teachers are expected to organise and participate in clubs, extracurricular activities, community 
service projects etc. outside teaching hours. Attendance at scheduled school events is compulsory and 
part of their duties as teachers. 
The School will be closed on weekends, public holidays and at certain periods during the school 
vacations, according to a schedule published by the Administration Manager. 


No Employee of the School is entitled to overtime with regard to 1.4 -1.6 above, or at any other time. 
However, drivers and security personnel will be given an allowance for their weekend and overtime 
duties, based on a rate fixed by the School administration. 


House Tutors and Assistant Hostel Tutors are on call anytime but a flexible duty roster will be 
arranged to suit Hostel needs and to ensure equitable distribution. 


Canteen workers are on duty for the preparation and serving of all meals but the School will arrange 
a flexible roster for them to work in shifts including Saturdays and Sundays. 


Compiled by PHBIS Global - HRM Department — Version 10.1 August 2023 S17 


ARTICLE C 2: NOMINATION OF BENEFICIARY 


An Employee shall give to the Human Resource Officer at the time of beginning his service the name 
and address of the beneficiary who he wishes to receive any benefits due from the School upon his death. 
This includes Tier HI funds and any welfare donations. 


In the absence of such a nominated beneficiary, the School shall pay such benefits to the 
Administrator of the deceased Employee's estate upon the production of Letters of Administration or 
Probate obtained from a court of competent jurisdiction. 


Payment to the beneficiary or the Administrator shall be the final payment. 


The Employee has the right to change the name of his beneficiary at any time and notify such 
change to the Human Resource Officer. 


ARTICLE C 3: REGISTRATION OF FAMILY MEMBERS 


An Employee after probation must register Dependent Family Members, namely one spouse and no 
more than 3 children of their own whether biological or adopted aged under 18, with the School. 


Unless registered with the School as a Dependent Family Member an Employee’s spouse or child will 
not be eligible for related benefits as outlined in this Document. 


The School reserves the right to verify the accuracy of stated Dependent Family Members and copies 
of marriage, adoption and birth certificates must be provided as proof of relationship. 


Providing false information for purposes of registration of Dependent family Members is a major offence 
and the Employee will be subject to disciplinary action and may be summarily dismissed. 


ARTICLE C 4: UNIFORMS 


Ancillary staff such as Security personnel, Cooks, Drivers, Cleaners, and Gardeners of the School will 
be provided with uniforms as necessary for use during working hours. 


All such items issued to staff remain the property of the School. Before new uniforms are issued, the 
old ones must be returned or shown to be unfit for use. 


An Employee is responsible for keeping the uniforms and items of clothing issued to him clean and 
in good condition. 


ARTICLE C 5; EMPLOYEE GRIEVANCES 


Employee grievances arising in any Department must first be directed to the Department Head 
(HoD). This must be done in writing. 


If the Employee is not satisfied with the manner in which the Department Head has resolved the 
grievance, he shall present his written complaint to the Principal, with a copy to the Department Head 


If the matter cannot be resolved by both parties with the Principal, the Principal will convene an 
Arbitration and Disciplinary Committee to review the complaint and to find a solution/resolution. The 
decision of the committee is final. 


For serious or major complaints against the Principal or complaints involving safeguarding issues, the 


complainant must report directly and confidentially if necessary to the Board through the Whistle 
blowing policy or by email or letter. 
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ARTICLE C 6: LEGAL ASSISTANCE 


In the event of court proceedings being taken against an employee as a result of performing his 
responsibilities to the School, legal counsel shall be provided for his defence by the School. 


Should the legal proceedings find that the Employee is liable due to negligence, malice or acts of 
commission, he may be charged by the School for the legal expenses for his defence. 


ARTICLE C 7: IDENTITY CARDS 


An Employee is eligible to receive an Identity Card which acknowledges that he is an employee of the 
School. 


During the probationary period, the employee will be issued a temporary Identification Card. 


The Identification Card is the property of the School and must never be lent or given to non- 
employees or other employees for theiruse. The card must be returned when the Employee’s employment 
with the School ends. 


ARTICLE C 8: ENGAGEMENT WITH MEDIA 


8.1 Other than on matters of publicity regarding flyers of school events e.g band concerts, school 
plays, only the Principal is authorised to speak or send any communication on behalf of the School to 
members of the press or broadcast media. This authorisation may be delegated by the Principal to other 
employees. 


ARTICLE C 9: COPYRIGHT 
9.1 All Employees acknowledge that the Passion Home British International School owns the 


copyright to all non-teaching, teaching and educational materials created by them while employed at 
the School. 


ARTICLE C 10: TRANSFER OF JOBS 


Should a member of staff wish to change Departments, he must first discuss it with his Line 
manager and seek approval. 


He should then submit a formal written application to the Department he seeks to join copied to the 
HR Officer. The Principal will make a determination on whether this is possible, needed and beneficial 


and grant approval accordingly or decline it. 


If successful after checking references, the move will be made. If unsuccessful, the employee will 
maintain the existing role. 
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SECTION D: EMPLOYEE DISCIPLINE ARTICLES 


e Before an employee is punished for any alleged misconduct, he should be given an opportunity 
to state his side of the case before the Principal or the SLT or an ad-hoc disciplinary committee 
depending on the gravity of the issue. AllEmployees whoattend any of these disciplinary hearings 
shall be fairly treated. 

e Asmuchas possible, Disciplinary hearings should be arranged as soon as possible and within the 
time limits notified to the Employee; 

e As far as practicable, members of staff should be given at least three (3) working days’ notice in 
writing, of the time and place of any disciplinary hearing set up to hear the disciplinary matter or 
any appeal that may follow; 

e No final disciplinary sanction shall be taken against the Employee until the disciplinary hearing 
before the Principal, SLT or ad-hoc disciplinary committee has been completed 

e Where the alleged misconduct relates to safeguarding, fraud, embezzlement, or any act of gross 
misconduct, the Employee may be suspended while the disciplinary investigation proceeds; 
However, where there is incontrovertible of such misconduct or guilt, the employee can be 
summarily dismissed. 

e The member of staff will be advised of the nature of the complaint against him in advance of a 
disciplinary hearing and will at the disciplinary hearing be given the opportunity to state his/ case 
and present relevant evidence before any decision is made; 

e At the disciplinary hearing, the Employee may be accompanied and supported by a work 
colleague; 

e The exception to this procedure will be where a member of staff has been asked to answer a 
charge of Gross Misconduct at a disciplinary hearing that could result in his termination; the 
commission of any gross misconduct merits a summary dismissal. 

e No member of staff will be dismissed for a first breach of standards except in the case of Gross 
Misconduct (See Article D7). 


ARTICLE D1: ORAL/ VERBAL WARNING 


If an Employee’s conduct or work attendance does not meet acceptable standards, either the 
Principal in the presence of the Human Resource Officer or HoD shall give the relevant member of staff 
a formal verbal warning. 


The date, place and content of this verbal warning must be documented and recorded by the 
Principal and Departmental Head. 


Three verbal warnings shall constitute a written warning letter and will be recorded as such. 
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ARTICLE D2: LETTERS OF CONCERN 


Letters of Concern are not Warning Letters but are intended to draw the employee’s attention to 
lapses or weaknesses in performance or attitude, which need to be corrected. 


Letters of Concern may emanate from individual incidents or appraisal reviews. 


More than one Letter of Concern within an academic year indicates a serious situation which then 
becomes tantamount to a Warning Letter. 


Employees have the right to respond to a Letter of Concern either with explanations or with 
intended correctives for the situation leading to the letter. 


ARTICLE D3: WRITTEN WARNING LETTER 


The purpose of the warning letter is to draw the Employee's attention to any serious lapses in the 
performance of his duties. They are intended as a warning and if corrective measures are not taken, 
consequences such as demotion, suspension of allowance and a second warning letter may follow. 


The Principal will give any Employee who repeatedly commits minor offences in the performance of his 
duties or who commits a Misconduct of a serious nature that does not warrant summary dismissal a 
warning letter. 


A second warning letter may be issued after a full and fair investigation of the Employee's minor 
offences by the SLT. It must normally be preceded by a failure to heed a verbal and written warning and 
discussions which have failed to result in any improvement. 


If an employee has been warned in writing and two-year elapse without a further warning or 
repetition of the offence, the letter of warning will be filed and the slate wiped clean. However, if 2 


warning letters are received in the course of the two-year contract, these will remain on the record and a 
third letter within the same year or the following year will lead to dismissal. 


ARTICLE D4: FINAL WRITTEN WARNING 


A final written warning will apply where conduct or attendance remains unsatisfactory or if the first act 
of misconduct is very serious but does not warrant summary dismissal. 


This will give details of the complaint, the improvement required and the time-scale. It will also warn 
that dismissal will result if there is no satisfactory improvement. 


The Principal will issue the final warning. 
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ARTICLE D5: DISCIPLINARY TERMINATION OF EMPLOYMENT 


Each case must be reviewed on the basis of the evidence so that it is possible to issue written or final 
written warnings for a first offence if warranted. 


Written warnings will remain in the Employee’s personnel file as outlined in Article D2. 


If the employee commits an act of Gross Misconduct, the Employee will be summarily dismissed 


All cases of gross misconduct will be brought to the attention of the Board and the employee 


ARTICLE D6: DISCIPLINARY MEASURES 


The School expects all staff to perform their duties professionally, without the necessity for constant 
supervision, sanctions, or punitive measures. However, certain lapses/failures, non- compliance etc. 
will result in disciplinary measures such as loss of pay; loss of bonus; demotion; warning letters; letters 
of concern etc. 


Examples of misconduct include the following but the list is not exhaustive 


e Acting against the declared policies and philosophy of the School; 

e Neglectorunsatisfactory standards in the performance of duties, including failure to fulfil 
duties e.g. invigilation; supervision; attendance at meetings; poor report writing; 

e Leaving the assigned place of work without authorisation during working hours for any 

reason, other than to perform assigned duties; 

Not following the instructions of an immediate supervisor; 

Poor timekeeping, unpunctuality or lateness without a satisfactory explanation; 

leaving a class unattended foran unreasonable length of time; 

Negligence; 

e causing minor injury or damage to people or property; 

e Harassment or discrimination or victimisation of a colleague, parent or student (bullying, 
disrespect, etc.); 

e making unauthorised private telephone calls at the school's expense; 

e Unauthorised use of the internet; 

e Removal of school supplies; 

e Failure toreportan accident in which either an Employee, student or the School's property 
is involved; 

e Failure to help students or other Employees after an accident or in an emergency; 

e Misuse of school supplies; 

= Inability or refusal to fulfil the obligations of the employee as specified for the particular 
position; 
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ARTICLE D7: GROSS MISCONDUCT/MAJOR OFFENCES 


Gross misconduct is a breach of discipline involving an act or omission, ora series of acts or omissions of 
a serious enough nature as to warrant summary dismissal. 


The following constitute gross misconduct or major offences but the list is notexhaustive: 


1- As a school, we are committed to the care and development of children and all employees must 
respect the right of the child to live without the fear of abuse. Hence, the School will not tolerate any 
sexual misconduct at work, physical punishment, sexual or mental abuse and other malicious acts 
against any student and staff. Any employee who fails to respect this will be liable to summary 
dismissal; 


2- Accepting employment elsewhere while a full-time employee of the School; 


Divulging any confidential information of the School without authorisation; 


3- Failure to disclose knowledge of/suspicion of abuse/neglect/harm of a student by another student 
or Employee(s) of the School or others; 


4- Accepting or offering bribes or other acts of dishonesty. This includes the receipt of money, goods, 
favours or excessive hospitality in respect of services rendered or to influence decisions (see Anti- 
Corruption & Bribery Policy). 


5- Taking money from students in order to provide any kind of service such as extra classes or for any 
other reason without seeking approval from SLT, unless it is meant for Fund raising which has been 
previously approved by the Principal. 


6- Fraudulent time-keeping, deliberate false recording of attendance or other records, abuse of sick pay 
regulations or medical refunds, or defrauding the school, or member of the public in the course of 
official duties; 


7- Fraud, embezzlement or financial impropriety or other act of dishonesty leading to financial loss or 
potential financial loss to the School including falsification of documents or qualifications and any 
attempt to gain financial advantage by defrauding the school; through contracts, procurement, or acting 
beyond permitted guidelines for the position; 


8- Negligence is likely to result in danger to the lives or safety of other persons or the property of the 
School; 


9- Serious acts of insubordination such as refusing to teach; 
10- Fighting or hitting a fellow staff member or student; 
Any public act on the School premises which exhibits low moral standards and sets an improper 


example for children. Employees living permanently or temporarily on school property who fail to 
respect such quarters will not be tolerated on the premises; 
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11- Unauthorised possession or theft of property belonging to PHBIS, fellow members of staff or 
students; 


12- Deliberate and destructive acts harmful to persons or damaging to property; 


13- Any omission or act of serious negligence which threatens the health and safety of pupils, 
members of staff and others on the School premises, or causes loss, damage and/or injury; 


14- Activities outside the scope of employment, such as conducting religious services, religious study 
groups or staff counselling services for which you have not been employed do; 


15- Being under the influence of alcohol or illegal drugs (including those not prescribed by a 
medical doctor) while on the school premises; 

16- Smoking on any part of the School premises, and particularly in the vicinity of flammable 
substances or in areas where there are identified fire hazards; 

17- Unauthorized use of the School's vehicles, equipment, machinery, funds or resources; 


18- Serious acts of improper, offensive and humiliating behaviour, practices or conduct which may 
threaten a person's job security, create an intimidating, unwelcome and stressful work environment or 
cause personal offence or injury; 


19- Abuse of the internet and/or email by transmitting and/or downloading copyright material, 
depraved, threatening, obscene or libellous material; material protected by trade secrets; illegal activities; 
pornography, or any activities which may put the School at risk; 


20- Tampering with examination papers or revealing examination papers prior to the examinations 
or altering examination results; falsifying student's exam results; conducting classes for the Entrance 
Exam or in any way being involved in such preparations except for the employee’s own children. 


21- Knowingly providing false information on any matter relating to the member of staff's 
employment with the School; 


22- Serious or flagrant discrimination or harassment of staff and students on the grounds of age, race, 
gender, marital status, ethnic origin, family status, religion, disability, sexual orientation; 


23- Criminal or any other serious misconduct outside the School that reflects adversely upon the School 
and/or the member of staff's suitability to continue to be employed at the school. 


24- Vacation of Post- An Employee who is absent from work for five (5) consecutive working days 
without permission or a valid explanation will be deemed to have vacated his post or resigned 
without notice.; 


25- Sexual liaison between supervisor or subordinates or students. 
26- Providing false information for the purposes of registration of Dependent family members 


27- Employees dismissed summarily for a major offence forfeit all entitlements including Welfare gifts 
and all school honours. 


ARTICLE D8: KEEPING RECORDS 


All disciplinary hearings and sanctions shall be properly documented 
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SECTION E: LEAVE & ABSENCE ARTICLES 


ARTICLE E1; ANNUAL LEAVE 
Full-time Employees shall be entitled to paid annual leave to be taken at the times indicated below or at 
times agreed with the school’s management. Teaching staff shall take their leave during the school’s 
holidays as specified by the school calendar but they shall resume duty during the week immediately 
preceding the startof classes at the beginning of the academic year during which week they will participate 
in, professional development and/or preparatory activities. 


All other Employees namely non-Teaching staff are entitled to twenty (20) working days of paid leave 
only to be taken at a time agreed with the school’s management. Public holidays and weekends are not 
counted as part of leave days. 


Non-Teaching Staff must apply for annual leave with the HR Officer and receive approval prior to 
taking it. The needs of the School and the availability of another Employee to perform the duties of the 
employee requesting leave will be factors to be taken into account in the decision as to when an 
employee can take his annual leave. Leave must be taken in full each year and cannot be 
accumulated over more than one year. 


Leave requested to deal with personal matters will be deducted from Annual Leave. 


Teaching staff will take the normal school holidays, subject to the needs of training courses, 
vacation programmes and recruitment programmes, regional testing duties or student tours arranged 
during these periods. 


House Tutors, the Senior House Tutor, the Vice Principal and the Principal have different leave 
schedules dependent on the needs of the School but incorporating the following annual minimum: 


House Tutors 6 weeks 
Senior House Tutor 5 weeks 
Vice Principal 5 weeks 
Principal 5 weeks 


All House Tutors will remain on duty for a portion of the Easter, Summer, and Christmas vacation 
according to a roster arranged by the Senior House Tutor. Non-teaching staff regardless of whether paid 
on the teaching scale are not entitled to the same holiday provision as teachers. 


All employees of the School will take their leave during the school's holiday periods, except as 
arranged for specific administration and maintenance staff needed to cover those vacation periods. No 
employee except ancillary staff may be granted leave during the school period, except under exceptional 
conditions. 


Part-Time Staff 
e Part-Time Teachers must work for a full year to earn leave pay for the one (1) full month. 
e Inall calculations involving a daily rate, this will be considered to be 1/24 of a teacher's monthly 
salary. 


Full-time Teachers working only part of the year, will not be paid for all holiday periods. Leave pay 
will be calculated at the following rates: 
First Semester - 2-3 weeks earned 
Second Semester - 2-3 weeks earned 
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ARTICLE E2 —COMPASSIONATE/MOURNING LEAVE 


An Employee may take a maximum of five (5) working days per year of Compassionate Leave on the 
death of a very close relative such as a parent, spouse or children. 


Any leave in excess of five (5) days in one year will be deducted from the Employee's Annual 
Leave or from pay in the case of a teacher as in 2.1 above. 


Upon the death of the Employee's Dependent Family Members as defined in Article C2., a Funeral 
donation may be made by the Welfare. 


All compassionate leave must be approved by the Principal and Registered by the HR Officer. 


ARTICLE E3 - SICK LEAVE 


All full-time Employees are granted a total of five (5) working days of paid sick leave in a year 
without a medical certificate. In such cases, the Employee will be required to complete a self-certification 
form. 


However, any sick leave of more than two consecutive working days requires a medical certificate from 
a medical doctor or the time missed will be deducted from the Employee’s annual leave or from pay in 
the case of a teacher. 


An Employee who becomes sick and is unable to report for work for less than or equal to one (1) 
working day does not need to show a medical certificate. Such sick leave must not exceed a total of five 
(5) days in a calendar year or it will be deducted from the Employee’s Annual Leave or from pay in the 
case of a teacher. 


The School reserves the right to require an employee who is absent from duty, or is likely to be 
absent from duty, on sick leave for a continuous period exceeding their annual sick leave entitlement, to 


be medically examined by a medical practitioner of the School's choice, at any time and at the discretion 
of the School, and the expense of the medical examination shall be borne by the School. 


A signed Medical Certificate must be given by: 
A registered medical doctor to whom the Employee has previously been referred by the School. 
If necessary, any registered medical doctor from a government recognised medical institution. 


If the Principal is not given notice of sickness within two (2) working days the time missed will be 
deducted from the Employee's annual leave or pay. 


Sick leave untaken or unused in any twelve (12) months of service will be forfeited and cannot be 
accumulated, carried over or taken as cash. 
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Medical Sick Leave payment within any calendar year shall beas follows: 3.5.6 
Length of % Salary % Salary No Salary/100%/ 
Service Medical 
After 
probation 
After 1“ Year 50% of salary for 30 Next 60 days, no salary 
days but full medical costs at 
a government hospital 
subject to NHIS 
payment. 
Up to 5 years 100% of salary for 50% of salary for the Next 60 days 
the First 30 days next 30 days. 
5 years - 10 100% of salary for 50% of salary for the Next 60 days 
years the First 60 days next 30 days. 
Over 10 years 100% of salary for 50% of salary for the Next 30 days 
the First 90 days next 60 days. 


Medical expenses will be covered during a period of 3 months to 6 months according to schedule 
3.5.6 above during the Employee's sick leave. 


If the employee is unable to resume work after four months to six months, the School will retire him 
on medical grounds. 


If the School, in consultation with a registered medical doctor, comes to the conclusion that an 
extended period of leave of one month, after the maximum period of sick leave indicated above 
willenable the Employee to recuperate enough to resume work, the College may grant unpaid leave 
for an additional period not exceeding one month and extend the coverage of his medical expenses 
for that month. 


ARTICLE E4: MATERNITY LEAVE 


All pregnant female employees are entitled to maternity leave in accordance with the Labour Act, 2003 
(Act 651) and the details are as follows: 


4.1 On production of a medical certificate issued by a medical practitioner or a midwife indicating the 
expected date of her confinement, a female employee is entitled to ninety (90) days maternity leave with 
full pay. 


The Employee is entitled to reasonable time-off before her maternity leave begins for purposes of 
attending regular medical check-ups. 


Maternity leave shall commence fifteen (15) to thirty (30) calendar days before the estimated date of 
birth, or as recommended by the medical doctor attending to the Employee. 


When the Employee has used up her maternity leave and is certified by a registered doctor to be sick, she 
shall be entitled to sick leave. 


On resumption of duty a mother shall be granted one (1) hour off duty each day for the nursing of the 
child for one year. Such interruptions of work will be treated as working hours and paid for 
accordingly. 
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All female House Tutors and Teachers must give at least 3 months’ notice to the Principal 
indicating the required maternity leave dates. Failure to do so will result in forfeiture of bonus. 


All other female staff must give at least 6 weeks’ notice. Failure to do so will result in a deduction of 
pay. 
Part-Time staff are not covered by any of the above maternity provisions. 
The period of maternity leave may be extended for at least two (2) additional weeks where the 


confinement is abnormal or where in the course of the same confinement two or more babies are 
born. 


ARTICLE E6: OFFICE CLOSURE 


The Administrative Office of the School will be closed on all the Public Holidays and at certain 
periods during the school holidays. 


Such ad hoc closures are not counted as part of the Administrative staff's Annual Leave unless it is so 
specified during the summer school holiday. 


Administrative Staff will take their Annual leave on a staggered basis between July and September each 
year. 
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SECTION F— EMOLUMENT AND LOAN ARTICLES 


ARTICLE F1 - SALARY AND POSITION GRADES 


All staff positions shall be classified into different grades according to the qualifications required, the 
level of responsibility assumed, the value of the position to the School and the salary scales approved 
by the Board. A candidate for a staff position will be required to provide his referees and their contact 
details as well as documentation to support his educational background, certification and work 
experience. The list of references of which there should be at least two (2) and must include a recent 
Supervisor or Head of his most recent place of work. 


The School Management is responsible for the grading of posts in the School subject to the approval 
of the Board. 


An Employee is classified into a grade according to the position for which he initiates his 
Employment contract. 


All requests for Employee upgrading by an HoD must be approved by the Principal and SLT. 


ARTICLE F2 - SALARY PAYMENT 


An Employee shall be paid in accordance with the established PHBIS salary scale and grade on which 
he is placed. 


The School shall endeavour to pay staff salaries by the twentieth (25" ) day of each month and in any 
event not later than five working days after the end of the month. 


Between the 26" and the end of each month, the Accounts Office will forward a copy of each 
Employee’s pay slip to them, via email. 


Any income or other tax payable in terms of any applicable legislation and any medical aid or other 
contributions or deductions authorised in terms of any applicable legislation will be deducted from 
each of the twelve-monthly instalments before payment to the Employee. 


Upon signing of the appointment letter, all newly employed staff must forward details of their bank 


accounts, SSNIT registration numbers and Tax Identification Number (TIN) to the School Accounts 
Office. 
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ARTICLE F3: OVERTIME PAYMENT FOR DESIGNATED SUPPORT STAFF (Drivers 


Canteen & Ancillary Staff) 


3.1. Overtime is work that is ordered and approved in excess of the number of hours per workday or 
workweek agreed upon when a locally based employee is hired and as defined in his Employment 
Contract. 


Only Support staff (i.e. Drivers, Canteen and Ancillary staff) will be compensated for overtime 
work and only for work approved by the Principal in advance and express description of the job 
to be done. 

The HR Officer / Administrative Manager is responsible for establishing procedures governing 
overtime, including overtime requests, approvals, maximums and appropriate monitoring 
mechanisms. This will be paid for work in excess of normal working hours e.g. feasts, evening 
events, excursions, travel outside Ghana etc. 


Overtime work will be compensated in accordance with a scale established by the School. 


Overtime payments are made monthly to eligible employees. 


ARTICLE F4 - MERIT INCREASE/SALARY SCALES STEPS 


Staff may be promoted to a new salary grade (vertical) within the grade structures for their 
particular positions, as a merit increase, upon the recommendation of the immediate Department Head 
based not only on the completion of satisfactory performance of duties during the previous year but also 
on performance greatly above the norm as well as on performance management and appraisal results. 


All vertical step increases are based upon the recommendation of Department Heads and the 
Principal but it must finally be approved by the School Board. 


The School will review the basic salary from time to time, based on the school’s situation and other 
economic factors. Increases are not automatic and any reviews will be without any obligation on the 
part of the School to award an increase in the ensuing year. 


ARTICLE F5- RENT ADVANCE LOANS (FOR DRIVERS, SECURITY, CLEANERS, 
GARDENERS, AND PANTRY HANDS ONLY) 


Due to the housing deficit and the necessity for several years' rent advance, the College is prepared to 
make the following loans to Full-Time Staff listed above who have successfully served for two (2) 


years and above. 


i. Employees may borrow an amount not exceeding six (6) months’ salary specifically for Rent 
Advance if funds are available. 


ii. Theloan will be deducted monthly from salary and spread over a period of one year for long- 
serving staff. 


iii. | Employees who are granted such loans cannot obtain any other loans or advances while still 
repaying the rent advance loan. 
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ARTICLE F6 - PROMOTION SALARY ADJUSTMENT 


An Employee promoted to a position of higher responsibility will be entitled to a Salary Scale level 
for the new grade into which he has been promoted. 


A promoted Employee is entitled to all the benefits of the new position with effect from the date of his 
promotion. 


SECTION G: ALLOWANCE ARTICLES 


ARTICLE G1 - TRANSPORTATION ALLOWANCE 


Transportation to and from base will be paid to Drivers travelling to deliver or return school vehicles 
from repair shops, DVLA etc. 


An additional transportation allowance will be paid for weekend duties for drivers who are not on 
duty but are nevertheless called upon but the same transportation allowance is not paid to drivers on 
regular weekend duties. 


ARTICLE G2 - MEDICAL BENEFITS 


An Employee receives free medical attention at any Government Hospital if they are on the 
National Health Scheme, including the cost of surgical treatment. Medical expenses at aclinic designated 
by the School will also be paid. However, bills from private clinics of the Employee’s own choice are 
not refundable but may be met if within reasonable limits, at the discretion of the Principal, if the budget 
permits. 


An Employee's Dependent Family Members will receive outpatient treatment at a government 
hospital and the college will cover 50% of the cost of such treatments and if admitted, the School will 
pay 50% of the room and catering costs. 


To be eligible, all qualified Dependent Family Members must be registered with the College's 
Administration, and on the National Health Insurance Scheme. 


Dental and Optical expenses are not covered by the above provisions. 


Cost of drugs will only be refunded if the cost is not covered by the NHIS and on the production of a 
prescription from the medical doctor who attended the patient and a valid receipt with all the drugs 
listed on the receipt, with costs. 


ARTICLE G3 — HOUSING 


The School does not provide housing for its general teaching and administrative staff. 


The Principal, Vice Principal, the Senior House Tutor and House Tutors and expatriate teachers for a 
maximum of 10 years (i.e. 5 two-year contracts) are provided housing and furnishing by the School while 
fulfilling those roles in the employment of the School. 


Personnel who must live on the School premises such as house tutors and SLT will not be charged for the 
accommodation but may be billed for utilities if separate meters are installed. 


Staff will be provided food free of charge while on dining room duty but resident staff, in particular, are 
expected to cater for themselves at all othertimes. 


Staff who are not House Tutors or expatriates but are allocated the existing Staff houses/apartments 
will be charged a peppercorn rent for the accommodation while they remain employed by the school. 
The amount will be reviewed periodically and staff benefiting from this subsidised accommodation 
may be required to perform certain duties for the School. 
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ARTICLE G4 -BONUSES 


The School pays an annual bonus in the form of a 13" cheque to all Full-Time staff. However, this 
bonus can be withheld or forfeited for disciplinary reasons or non-performance as outlined in Articles D6 
& D7 for major or minor offences. 


The School may pay a special recognition bonus at the end of an academic year for service or 
performance of extraordinary merit as determined by the School to deserving individuals based on 
appraisal and demonstrated results. However, this is not an annual event and in any given year where the 
School decides to make this award, it shall be given to five (5) deserving full-time staff. However, this is 
not an annual award. 


ARTICLE G5 - SCHOLARSHIPS 
Scholarships for staff children at PHBIS are covered under Article A4. 


The School will subsidise 50% of the tuition fees for all registered dependents (up to 3) of its 
employees up to and including JHS or its equivalent in a GES school and may also apply to non- 
GES government schools, but this cannot exceed 50% of the tutoring fees charged by the PHBIS 
School located in Adenta Accra Ghana. This provision applies only to registered dependents in 
Ghana. This subsidy does not cover any other fees such as Admissions, PTA dues, Textbooks, etc. 


All applications for retmbursements shall be accompanied by an itemized bill and receipts. 


ARTICLE G6-RECOGNITION AWARDS 


The School wishes to acknowledge and celebrate loyalty to the school and long service and will institute 
a series of Recognition Awards which may change from time to time. 


1. After 5 years of service, the Employee will be given a Ghs 1,000.00 and a Certificate of 
Appreciation in recognition 

2. After 10 years of service, a Certificate of Appreciation, a write up in the School Newsletter, and 
a cash bonus of GHS 5,000.00. 

3. After 15 years of service, in addition to the above and an increase of the cash bonus to GHS 
10,000.00, the Employee will be presented a plaque or presentation cup or trophy, engraved with 
his/her name and years of service. 

4. After 20 years of service, in addition to the above, the cash bonus will be increased to the 
equivalent of GHS 20,000.00, and the presentation will be made at Speech Day with full honours. 


5. After 25 years and above, the cash prize will be increased to the equivalent of GHS 25,000.00 in 
Cedis, in addition to the rest and the school will treat the Employee and six (6) members of his 
immediate family to a school dinner in his or her honour. 
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APPENDICES 


Appendix A: Variable Conditions 

Appendix B: About Employee Uniforms 

Appendix C: General School Operation Policy 

Appendix D: Teaching Administration Policy 

Appendix E: Office Administration Policy 

Appendix F: Curriculum Enhancement and Implementation Policy 
Appendix G: PHBIS School Development Policy 

Appendix H: Anti-Bribery and Corruption Policy 


APPENDIX A: VARIABLE CONDITIONS 


Each year the Principal as instructed by the Executive Board may recommend upward adjustments to the 
Conditions of Service in the following areas. 


it Identification Card Replacement Fee (Article C7) 
a) GH¢ 150 
UE Responsibility Allowance-Indemnification 


a) The School Cashier/Accounts Clerk will be paid GH¢300.00 every 6 months 


3. Yearly Bonus (Article G4) 
a) Staff Bonus: An annual bonus will be paid once ayear. 


4. THE PENSION FUND: 

Tier 3 pension fund- For ancillary staff, the employer contributes 10% of basic salary whereas the 
employee contributes 8%. For all other employees (non-teaching and teaching staff), the employer 
contributes 8% of their basic salary whiles the employee contributes 8%. Total accumulated invested fund 
plus interest is paid on retirement (see Tier III Guidelines) 


st ACCIDENT OR DEATH BENEFIT 
a) In the unfortunate event where a member of staff is injured during and in the course of the 
execution of their duties or sadly passes on in the course of their duties, the College will 
support with a one-off discretionary payout in the region of GH¢ 3,000.00 to GH¢ 5,000.00. 
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APPENDIX B: ABOUT EMPLOYEE UNIFORMS 


These will be supplied by the School every two years, at approximately the periods and quantities 
indicated. However, in all cases, replacements will be based on need, not on automatic rights and 
employees may have the cost of items deducted from their salaries for carelessness or misuse of the 
uniforms or equipment. 


1. Security Guards 
a) Uniforms - 3 Shirts & 2 Pairs of Trousers) every 2 years. 
b) (Jump Suit) for 2 years 
c) Torch - replaced when necessary. 
d) Raincoat - every 2 years but replaced when necessary 
e) Boots every 2 years 


2 Gardeners/Labourers 
a) Rubber Boots — | every 2 years 
b) Overalls or Jumpsuit - 2 every year 

at Cleaners 
a) Overalls or Smocks - 2 every 2 years. 
b) Cleaning Safety boots-1 every 2 years 
c) Female/male coat-3 for 2 years 


4, Cooks 
a) White dresses — 1 every 2 years. 
b) Skirt and Top- 1 every two years 
c) Apron-2 every 2 years 
d) Trouser suit-1 every 2 years 
e) Safety shoes-1 every 2 years 
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APPENDIX C: GENERAL SCHOOL OPERATION POLICY 


1. Language of instruction 
2.1. Passion Home British International School has selected English as the first language of 


instruction. All students learn English language. In addition to the English language, all students have 
the option to learn any of the following three foreign languages: French, Spanish and Chinese. 


Students who are learning English language for the first time are taught English in line with the PHBIS 
policy 


3. School times 
3.1. School hours are as follows 
7: 7h30 — 14h00 (depending on timetable for the day) 
3.2. Teaching staff is to be present at school at least 30 minutes before the school day commences (first 
bell rings). 


4. Staff portfolios 

4.1. The Principal - The principal of the school is the liaison between the learner, educator and parent. He 
is responsible for school planning, administration, appointment of staff, maintenance of school 
discipline and ultimately the smooth running of the institution. It is essential that teachers keep the 
principal well informed of achievements, problems, unusual occurrences, etc. The principal is 
available to discuss any matter concerning the school, the teachers or the pupils. The principal 
monitors curriculum matters and the academic progress or non-progress of the children. He is 
responsible for the efficient implementation of curriculum and assessment related policies for each 
phase and arranges the Phase/Subject/ meetings if required. 


4.2. Class Teachers — in addition to the expected task of educating, the class teacher is responsible 
for the children allocated to his/her class and this entails caring for every need of these 
children. It is the task of the class teacher to know each child individually, to communicate 
with the child, to share joys and to be aware of unhappiness or problems. Security and trust 
enhance the learning process. 


4.3. New recruit Teachers — A new recruit teacher is placed under the care of a senior teacher who acts 
as a mentor and ensures the new teacher has all necessary physical resources (furniture, stock, etc.), 
sees to the practical orientation (show them the office, staff room, media centre, parking areas, 
playground areas, etc.), compilation and handling of the class register, mark file, preparatory work, 
report cards, learner profiles etc. This new recruit to the school should feel welcome and a part of 
the school ‘family’. Guidance through informal and formal class visit is provided by the school 
principal. 

44. Teaching Assistant — Teaching Assistants are welcomed at the school. They are treated as 
members of staff and are placed in the care of experienced teachers. The Teaching Assistant learns 
from the host teacher who ensures that the preparation and presentation of his/her lessons is of a 
high standard. In this way, the teacher sets the example for the Teaching Assistant. Tasks and work 
for Teaching Assistant may be assigned gradually and the main purpose of teaching practice is to 
aid the Teaching Assistant in becoming proficient in the art of teaching. A Teaching Assistant may 
not be left alone with a class of children and may not take over a class if a teacher is absent, unless 
special permission has been obtained from the school principal. A Teaching Assistant must 
accompany a teacher on playground duty, but these tasks are the responsibility of the teacher and 
may not be delegated. If required, the host teacher submits a comprehensive report of the 
proficiency of the Teaching Assistant at the end of the teaching practice session. 
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5. Schedule of fees 
5.1. School fees and After Care fees are payable monthly, in advance, before the 5 9 of each month. 
A penalty fee is added to the account for late payments. 
5.2. Payment for the school year in one payment in September or October will result in a discount 
of no-payment for school outings and shows. 
6. Media centre (Library and Computer Room) 
6.1. The computer room is the heart of the “Information Services” in our school. Pupils and teachers 
should visit the centre frequently to research projects and lessons. 
6.2. Services offered by the Media Centre: 
6.2.1. The Media Centre houses books, fiction/non-fiction, reference books, pictures, 
magazines, DVD’s, TV, DVD and video machine. 
6.2.2. Pupils and teachers may borrow books and other material, provided the required issuing 
procedures and conditions are complied with. Teachers who are responsible for ensuring that 
all material is properly cared for may request block loans. 


7. Educational visits/ field trips 
7.1. Visits are approved by the principal, prior to final arrangements (bookings) being made. 
7.2. Written permission of the parent per school circular is a requirement, and these forms are carefully 
scrutinised. 
7.3. A pupil, who cannot afford to pay, may not be embarrassed or penalised. 
7.4. Trips are well-planned, educationally sound, and ideally follow-up work should be evident. 
7.5. The teachers accompany the pupils and are responsible for the good behaviour of the pupils. 


8. Assembly 
8.1. Formal Assembly takes place each Monday morning from 08:00 — 08:30 
and Friday morning from 08:00 — 08:30 


9. Rainy Days 
13.1. On rainy days when it is impossible for the pupils to go onto the playgrounds, teachers stay in the 
classrooms and supervise the pupils. 
13.2. Lessons are not extended through break on these occasions and children are given the 
opportunity to relax and eat indoors. 


10. General School Year Plan 
15.1. At the first meeting of each school year, the teaching staff and executive staff draw up a scheme 
of dates for the school year. 
15.2. Dates are changeable, as this plan has to accommodate unplanned meetings, courses and other 
arrangements. 
15.3. Changes made to general school year plan are confirmed by the principal who will notify the staff 
on the staff notice board in the staff room. 


11. Class Visits 


16.1. In addition to peer assessment visits, the principal visits classes during the course of the year on a 
formal or informal basis. The purpose of the visit is to keep abreast of work done, to monitor 
subject files to maintain contact with the teachers and pupils, to check on furniture and neatness of 
classrooms/stock rooms and to guide and give advice where necessary. It also affords the 
opportunity to acknowledge good teaching and achievements. Class visits may take three forms: 

16.1.1. Formal - according to a roster and followed by a feedback report; 

16.1.2. Formal without warning followed by a written report; and 

16.1.3. Informal. 
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17. Discipline 

17.1. The general discipline of the school is the concern of every member of staff. 

17.2. Pupils meaningfully employed at all times should not present discipline problems. 

17.3. Teachers should retain their dignity in chastising a child. Uncontrolled shouting and 
gesticulating is not permitted. 

17.4. A pride in the school, respect for it and everyone attached to it, good manners and behaviour should 
form part of the pupils training. 

17.5. Pupils may not be kept in at break for discipline purposes. 

17.6. A teacher remains in the classroom with pupils during lesson time and during breaks on rainy days. 

17.7. Global punishment of a whole class is frowned upon. Punish the culprits. 

17.8. The writing of lines as a form of punishment is not viewed as constructive. 

17.9. Control Teachers (duty roster prepared beforehand) report to assembly lines immediately after 
the bell rings, to control the discipline of pupils. Teachers are also allocated a break-duty to 
control discipline on the playgrounds according to a break duty roster. 
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APPENDIX D: TEACHER ADMINISTRATION POLICY 


. Assessment 

1.1. Continuous, careful assessment of each child is necessary in order to ascertain that the child’s work is 
progressing satisfactorily, and to identify where additional aid is required. 

1.2. A variety of assessment methods are used. 

1.3. Although assessment takes many forms, a written record of such assessments is maintained. 

1.4. Parents are informed when a pupil is under-achieving according to his/her potential and 
measures are implemented in an attempt to remedy the situation. 


. Testing 


Tests, formal or informal, should never excessively pressurize pupils or place them under undue 
stress. 


. Recording of Assessment: Mark Books/Assessment Files 


3.1. The results of tests, formal and informal, projects, etc. is neatly recorded in a well-ordered mark 
book or mark file. 


3.2. Each entry should have a brief, descriptive heading and a date. 

3.3. It is educationally sound to analyse the results of each assessment, which enables strengths and 
weaknesses to be identified. Re-teaching can be undertaken where difficulties are indicated, 
either individually, in a group, or with the class as a whole. 


. Report Cards 


4.1. The school operates with three annual assessment cycles 
4.2. Three reports are issued annually 


Interviews with Parents 


5.1. Sound, professional relations between teachers and parents are encouraged. Salient points of parent 
interviews should be recorded for future reference — including the date and time of the interview. 
Recorded notes are filed in the learner’s profile and learner support file (in principal’s office) by 
the teacher. 

5.2. Teachers plan before-hand what needs to be said and guard against remarks that can be 
misconstrued. 

5.3. Teachers may never criticise the work done by a previous teacher and may not undertake 
commitments for the school or other teachers. 


Parent’s Evenings 

6.1. Voluntary Parent’s Meetings are held after each report card issued and affords the parents the 
opportunity to discuss the work done by the child, with the teacher. 

6.2. No discussion regarding a child should take place within the hearing of other parents. 

6.3. Children do not accompany their parents to the classroom on this evening. 

6.4. Teachers personally invite parents of pupils requiring learner support to attend Parent’s 
Meetings. 


Compiled by PHBIS Global - HRM Department — Version 10.1 August 2023 | 38 


7. Promotions 
7.1. The decision to fail a child may only be taken in extreme cases if the parents have been regularly 
informed of the child’s lack of progress, and this fact is based on irrefutable facts and recorded 
evidence. 
7.2. No child may be threatened with the possibility of failure. 
7.3. A child may not fail a subject by one or two marks. 
7.4. The teacher should discuss the possible non-promotion of a child with the principal. 


8. Pupil Profiles 
8.1. The Pupil Profile is a cumulative record of the holistic development of the child in the school. 
8.2. Entries in the profiles are accurate and truthful. 
8.3. Pupil Profiles are confidential and may never be viewed by or shared with parents or pupils. They 
may also not be left in a classroom or area trafficked by pupils and parents. 
8.4. Profiles are securely kept locked in the school office and keys are made available on request from the 
rincipal. 
5.5. Bt nce of Pupil Profiles is the responsibility of the class teacher. 


9. Subject Files 
9.1. The teacher is responsible for maintaining a preparatory file for each subject/Grade taught. The 
subject file contains: 
9.1.1. Subject syllabus 
9.1.3. Weekly/ daily lesson plans at least one week in advance of given date 
9.1.4. Annual assessment plan and assessment tasks 
9.1.5. Curriculum and assessment related school policies. 


10. Timetables 
The principal is responsible for drawing up the subject timetables 


11. Marking 
11.1. All work done by pupils is “teacher acknowledged” and the degree of marking intensity will vary 
according to the type of exercise done and the subject. 


11.2. After teacher scrutiny, the initials of the teacher and the relevant date should appear at the end of 
the written work. 


11.3. Correction of errors forms part of remedial work and should be controlled by the teacher. 


12. Exercise Books/ Learner Workbooks 
12.1. Learner books are subject to checks by the principal. 


12.2. Comments regarding book moderation is completed on the teacher performance appraisal report 
sheets (biannually). 


12.3. Learner books are sent home for viewing at least once an assessment cycle, or more often if the 
teacher deems it necessary. 


13. Staff Meetings 
13.1. Staff meetings take place at the beginning of every term (day before school commences at 09h00). 
They take the form of a general information meeting. 


13.2. Further meetings are held weekly in the computer centre on Monday mornings at 7h30 until 8h00. 
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14. Registers 
14.1. Class Register: 


14.1.1. Each class teacher is responsible for drawing up and maintaining a daily attendance 
register. 
14.1.2. Children produce notes from a parent or doctor, explaining the reason for their absence. 
14.1.3. Prolonged (more than a week) or unexplained absences are reported to the principal. 
14.2. Teachers who are absent from school phone the school as early as possible on the day they are away. 
If the absence exceeds two days, a sick note, completed by a doctor, is required. 


APPENDIX E: OFFICE ADMINISTRATION POLICY 


The Office Staff 

1.1. The secretary/ receptionist is accorded the same courtesies and privileges as the teachers. She 
performs the duties of receptionist, typist, administrative assistant, bookkeeper, etc. Teachers may 
not pass the time of day in the secretary’s office and interruptions should be limited. 


Telephone Calls 
2.1. Teachers will not be called from classes to take phone calls except in emergencies. 


2.2. Staff may use the school telephone for private calls after asking permission from the 
principal. 


Typing and Photocopying 
3.1. Work to be typed is the responsibility of the teacher. 


3.2. The teacher may make use of the staff computer in the staff room for typing. 
3.3. Teachers may use the photocopy machine for school related copies. 
3.4. Permission is obtained from the school principal for private copies. 


Enrolments and Transfers 
4.1. Enrolments and completed enrolment forms are administered by the principal. 


4.2. A transfer card is issued to a child upon leaving the school after a written request is received from 
the parents or child. 


Compiled by PHBIS Global - HRM Department — Version 10.1 August 2023 | 40 


APPENDIX F: CAMBRIDGE PROGRAM IMPLEMENTATION POLICY 


1. Capacity Building: Our commitment to building the capacity of our teachers remains unwavering. Periodic 
capacity-building sessions will be organized every semester to equip our teachers with the skills and knowledge 
they need to effectively deliver the Cambridge program. 


2. Legal Approval: Our efforts to obtain and renew the legal authorizations required for the Cambridge program 
will continue at a steady pace each year. We recognize the importance of this step and are committed to ensuring 
a compliant and transparent process. 


3. Facility Inspection and Recommendations: In order to comply with the environmental standards required for 
optimum use of the Cambridge program, PHBIS initiates comprehensive annual inspections of its facilities. The 
first inspection took place in 2015, and the recent one in 2023. 


4. Building Expansion: To ensure a comfortable learning environment for our students, the PHBIS Board of 
Directors will propose a school expansion plan every two years. The aim is to create additional space to 
accommodate a growing number of learners. 


5. Learning Resources: To facilitate the smooth running of the Cambridge program, the school management 
must provide and update the necessary books and teaching resources each year, for both teachers and students. 
This proactive approach will ensure that the essential materials required for the Cambridge program are kept up 
to date. 


6. Advertising Preparation: Publicity initiatives relating to the running of the Cambridge program will be 
organized periodically to raise public awareness. 


7. Designing the PHBIS School curriculum: The Cambridge Curriculum Management Team (CMT) will design 
and annually update the PHBIS curriculum based on the stages required by Cambridge program pathway. 
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APPENDIX G: PHBIS SCHOOL DEVELOPMENT POLICY 


Coming Soon 


APPENDIX F: ANTI BRIBERY AND CORRUPTION POLICY 


Coming Soon 
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